SPACE REQUI REMENTS QUESTI ONNAI RE
GENERAL REQUI REMENTS FOR SPACE

' (Revi sed 10/99)

Agency:

Briefly describe the responsibilities/mssion of your work unit:

Del i neat ed Area:

Del i neated area is that portion of a city, county or state your space needs to be within
in order to serve your custoners. A nap of the area with the delineated area highlighted
is beneficial. If the area is |located outside the central business district (CBD) of a
nmetropolitan area, a justification for being outside the CBD nust be provided and can be
on an attached sheet.

Date Required (if other than a continuing requirenent):

Estimated naxi mum firmterm of | ease:
(Normally 5, can be up to 10 years)

Hours of Nornmal Qperation: Weekdays:
Weekends:
Normal Iy, you will have 24 hour access to your space, but heating, ventilating and air
conditioning (HVAC), electrical service and, perhaps, even el evator service my not
be avail able in excess of 10-11 hours per day unless additional paynent/arrangenment is

made. )

VWhat other tines do you antici pate needi ng access to the space?

Do you want janitorial services included in the | ease? Yes No

Shoul d janitorial services be performed during the day or after normal hours

After hours cleaning is, in nost cases, nore expensive and would therefore require
addi ti onal funding.

Do you have equi pnent (such as power files, a safe, |arge copy machines, central file rooms or libraries)
which may require additional floor |oad requirenents? |Indicate “yes” and attach a |ist
showi ng equi pnent size and weight, if known: Yes No

What agencies, if any, should you be | ocated near:



Help Notes
Completing the Form:  

1.  Click on boxes to place check marks
2.  Tab between text fields
3.  Make sure all text entered is visible after tabbing out of each field (on multiple line text fields, if the text at the top of the field disappears when you are typing, it will not print because you have entered too much text for the field) 
4.  If you have problems printing the entire form, print this form one page at a time or a few pages at a time
5.  If this form displays in your internet browser, make sure to use the printer icon from the Adobe Icon bar or your browser may close with an error and you will lose the data you have entered
6.  To close this window, double-click in the upper left hand corner of this Help window (in the red area)

General Help
THIS FORM IS 19 PAGES LONG AND WAS DESIGNED TO BE COMPLETED ON-LINE AND PRINTED ONLY, YOU CAN NOT SAVE ANY INFORMATION THAT YOU ENTER ON THIS FORM
----------------------------------------------
This form can only be completed if you are using Adobe Acrobat Reader version 3.0 or higher.  If you need to upgrade, go to http://www.adobe.com/products/acrobat/readstep.html to download the latest version for free.
---------------------------------------------
To close this window, double-click in the upper left hand corner of this Help window (in the blue area)


What agencies, if any, should vou not be |ocated near:

Can the space be divided between floors or by a hallway? Yes No
Does the space need to be on a particular floor? VWi ch one?
WII interior colums cause a problemfor you?

Shoul d your ceilings be higher than 8 feet? In which areas?

How many enpl oyees of each gender do you have (for use in determning number of rest roons needed)?
Mal es Femal es

Security Requirenents:

List all the private offices/roons needed:
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OFFI CE _SPACE

O fice space is designed to provide an acceptabl e environment which is suitable for
standard office operations and includes adequate lighting, heating and ventilation, floor
covering, finished walls, w ndow dressings and accessibility. Ofice space may consi st of
a large open area (preferred) or be partitioned into roons. Corridors and cl osets created
within the office space are classified as office space.

Depart mental Regul ati on 1620-2, dated August 2, 2002, “USDA SPACE MANAGEMENT PQLI CY”,
provi des for the foll ow ng:

The Wilization Rate (U e Rate) will not exceed 150 square feet per person

Thi s i ncl udes:

shared workstati ons;

conference roons

storage areas within the office space;
reception area;

mai | roons, to include copier and fax areas;
files, for normal day to day office operation
circul ation space: and

private offices.

Iommonmx

Cal cul ate: # of enpl oyees X 150ft2 = total office space of sq. ft.

¢ Types of space not included in the Wilization Rate are: Wirehouses, Ware yards, Light
I ndustrial, Laboratories, Food service, Formal Conputer Roons, Structurally Changed,
Trai ni ng Roons and Par ki ng.

The foll owi ng special requirenents may be consi dered above standard and would require a
| unp-sum paynent. (Please check if required)

Fol di ng partitions

Decorative lights, spotlights or lighting I evels in excess of 50 foot candles
at desk hei ght.

bservation wi ndows and sidelight glass panels in private offices.
Dut ch doors.
Si de Lights.

d ass doors or double doors except for central reception areas or doors
|l eading to | arge supply areas.

Digital security |ocks.

Wal s and ceilings with noise ratings greater than STC 40 or sound maski ng
syst ens.

Al arm systens, unless required by GSA risk assessnent.

0 0O oooo oo

Interior office door | ocks.
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Speci al security partitioning.
Coat d oset

Sound Maski ng System (Maski ng sounds above the speech privacy
range rmay be needed in space assignnments of 10,000 s.f. or nore.

~I<>




GENERAL STORAGE SPACE

Ceneral storage space generally has concrete, woodbl ock, or unfinished floors, and

unfini shed walls and can include attics, basenments, sheds and uni nproved areas of office
buildings. As its nane inplies, it is used for the storage of supplies, equipnment, records
and materials. General storage space may have HvVAC at a m ni num of 55 degrees Fahrenheit
and lighting level of 10 foot candles at floor level and is generally contiguous or

adj acent to office or special purpose space.

Total anount of storage space required: sq. ft.
Fl ammabl e or Hazar dous Storage: yes no
If yes, describe materials and quantities to be stored:

Nane of materi al Amount _of materi al St orage Requirenents

The foll owi ng special requirenents nmay be consi dered above standard and woul d require a
| unp-sum paynent. (Pl ease check if required)

Dead bolt | ocks on interior doors.

Security partitioning.

Lighting in excess of 30 foot candl es.

Special fire protection features.

Fl oor loads in excess of 100 pounds per square foot.

Speci fics:




WAREHOUSE SPACE

War ehouse space generally has concrete, woodbl ock, or unfinished floors, and unfinished
wal | s. It is specifically designed for materials storage and handling operations and
i ncludes heavy live floor |oad capacity (over 200 pounds per ft2 high ceilings (over 14
feet). Warehouse space nmay have HVAC at a m ninum of 55 degrees Fahrenheit and |ighting
level of 10 foot candles at floor level and is generally contiguous or adjacent to office
or special purpose space.

Total amount of warehouse space required: sq. ft.
Fl ammabl e or Hazardous st orage: yes no
If yes, describe materials and quantities to be stored:

Nane of WMateri al Amount _of Material St orage Requi r enent

The followi ng special requirenents may be consi dered above standard and would require a
| unp-sum paynent. (Please check if required)

Space nust be adjacent to office or other special use space.

Cei li ngs Hei ght:

Large vehicles will need maneuvering space (indicate size of trucks below)

Toilet facilities required;

Janitorial service required

A floor |oad capacity exceeding 200 | b/sq.ft. is required);

Speci al electrical service is required;

A hoist is required;

A pedestrian door is required,

A | oadi ng dock is requi red (indicate size of trucks, turning radius, and if it nust be covered or not bel ow);

A manual | y- operated/ el ectric sectional overhead door is required;
Si ze:

A personnel door is required to provide access to a ware yard.

Pl unbi ng (excl udi ng toilets) .

Load | evel ers.
Loadi ng ranp.




Tel ephone service is required.

An el ectronic mechanismis required to operate overhead door
Fl oor drains with sedinment trap and sunp. Drain Size
Special fire protection features.

Speci al security features (alarns, special |ocks).

Speci al | oadi ng dock Iighting.

Automatic fire sprinkler

Fire Hydrant or standpipe

NN EEEEEEn

Laundry-type sink with hot/col d water

Speci fics:




LABORATORY SPACE

This space includes built-in equipnent and wutilities required for qualitative and
quantitative analysis of matter, experinmentation, and the processing of materials.

Total anount of |aboratory space required: sq. ft.

Describe type of work that will be performed in this area:

Vol unes of chemicals flushed down the drains on a weekly bases:

Cheni cal s Gal | ons/ Wek St or age Requi r enent

The foll owi ng special requirenents nmay be consi dered above standard and woul d require a
| unp-sum paynent. (Pl ease check if required)

Speci al floors such as quarry tile, gratings or chemical resistant.

SpeCi al pl unbi ng - Drain Size: (incl ude chenicals and the ampunts used which will be disposed

of through the plunbing systemin the specifics bel ow) .

Special HVAC to treat and exhaust noxi ous or otherw se of fensive gases, higher
levels of fresh air (upto 100 percent fresh air), and special tenperature control (u to
+- 2 degrees) .

Special wall, grid or ceiling colors and/or matte finish.

Special lighting requirenents

Revol vi ng Dark Room

Fume Hood - Size: or Exhaust Fan with screen - Speed: c.f.m,
vented or not vented to the outside.

Emer gency showers (tepid water approximately 70 degrees)

Eyewash station (tepid water approximately 70 degrees)

Audi bl e or visible alarms for the eyewash station.

Enmer gency shutoff switch for hazardous chenical |ines.

Shower / Locker Room

Uni sex Restroom




[:] Count er/ Cabi nets (descri be bel ow)

Speci fics:




HEALTH NURSI NG MOTHERS

This space is designed for the physical wel fare of enpl oyees.
Total anmount of private health/nursing nothers space required: sq. ft.

The foll owi ng special requirenents nmay be consi dered above standard and woul d require a
| unp-sum paynent. (Pl ease check if required)

Shower Stall

Locker RoOmM (describe quantity and sizes bel ow) .

Stainl ess steel sink(s) (describe quantity and sizes bel ow) .
Cabi nets and caseworKk.

Gar bage di sposals, Steamer Sterilizers and Autocl aves

HiNININE

O her.

Speci fics:
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FOOD SERVI CE SPACE

This space is devoted to the preparation and di spensi ng of food, such as cafeterias, snack
bars, vending areas (where adrainis provided) and private kitchens.

Total anount of food service space required: sq. ft.

The foll owi ng special requirenents nmay be consi dered above standard and woul d require a
| unp-sum paynent. (Pl ease check if required)

Non-slip or quarry tile floors.

Snmoot h- surface and washabl e ceilings, partitions and walls.

HVAC capabl e of nmintaining acceptable operating environment in areas where
there is heat generating equi prment.

Pl unbi ng consistent with use - Drain Size:

Exhaust fan vented to building exterior and separately swi tched inside room
(specify CFM si ze bel ow) .

Stainless steel sink with base cabinet is required.

Built in counters and cabi nets.

Gar bage D sposal

O her.

Speci fics:
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STRUCTURALLY CHANGED SPACE

This space covers areas with architectural features differing from nornmal office and
storage areas, such as sloped floors, high ceilings, increased floor |oad, steel nesh
within partitioning, and acoustical treatnent exceeding STC 40. Exanples are auditoriunmns,
libraries, security vaults, bird roons and nagazi nes.

Total anount of structurally changed space required: sq. ft.

The foll owi ng special requirenents nmay be consi dered above standard and woul d require a
| unp-sum paynent. (Pl ease check if required)

Commerci al carpeting suitable for heavy traffic.
Standard level ceiling materials which are readily available in the building
supply market and which to not involve unusual cost to provide, install and

mai nt ai n (specify bel ow) .

Lighting units which are comercially available and which do not involve
unusual cost to provide, install and maintain (specify beiow).

0 O

Built in book (library) or storage (vault) shelving.

Speci fics:
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AUTOVATED DATA PROCESSI NG (ADP) SPACE

This space is used for housing ADP equiprment and includes special features such as
hum dity and tenperature control, raised flooring and extensive power requirenents.

WalIs and ceiling will have a noise reduction coefficient of 0.65 or better. Acoustica
tile fastened to the surface will nornally provide the required noise reduction

Total anount of ADP space required: sq. ft.

The foll owi ng special requirenents nmay be consi dered above standard and woul d require a
| unp-sum paynent. (Pl ease check if required)

Rai sed floor - Height:
Fl oor drai n.
STC for walls and ceilings:

Anti-static carpet is required.

HiNNIEN

HVAC capable of maintaining an operating environment for the ADP equi pnent

which is conpatible with manufacturer's recomendation. Tenperature wll be
nmai ntained in a range froma m ni num of to a maxi num of degrees F.
A humidity range will be maintained in a range from to per cent
Tenperatures and hum dity ranges will be naintained hours a day, days
a week.

Separate, dedicated electrical panel controlling equiprment within the room
( speci fy bel ow) .

Wet pi pe sprinkler protection.

Dry sprinkler protection.

Cable runs to renote termnals - Nunmber of Personal Conputers

| sol ati on transforners.

Emer gency shutdown control swi tches. An energency shutdown control needs to be
installed to provide manual control over the equipnment power and the air
condi ti oni ng.

Ener gency power supply.

Port abl e power center.

Uninterrupted Power Supply (A power source from a constant, self-contained
source that is not affected by commercial power failures or fluctuations.
Power is switched over and supplied for at least sufficient tine for an

orderly shut down to prevent data | oss).

Conveni ence-type el ectrical outlets for test equi pnent - How many:

1 Oud dobdo o
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Speci fics:

Tel ephone outl et or special tel ephone Iine - How many:

Audi bl e and vi sual al arms.

Dead bolt | ock.

Push- button conbi nation | ock on entry door.

Suppl enental Hal on fire suppression system

Under-fl oor cooling system

W ndow i n door

Local Area Network (LAN) d oset

Local Area Network (The connecting or clustering of several conputer termnals
by neans of data cable for the purpose of accessing multiple storage disk

drives, printers, etc. anong a group of users in a |local area.

Wde Area Network (Systens/data circuits which provide or accept data
intrastate/interstate

Satellitel/ Radio

Special Electrical:
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TRAI NI NG ROOM

This is space used for training or hearings and includes suppl enental HVAC and/or built-in

speci al equi prent such as blackout drapes, lighting controls, projection booths, and
acoustical treatrment. Sound conditioning will be a mninumof 45 STC for walls and 55 STC
for ceilings. NOTE: Conference roons nay have sonme or all of the characteristics of a

trai ni ng room however, conference roons are part of the utilization rate.
Total anount of training space required: sq. ft.

The foll owi ng special requirenents nmay be consi dered above standard and woul d require a
[ unp-sum paynent. (Pl ease check if required)

This area wll require separate HVAC zone controls in order to maintain
adequate ventilation and tenperatures when occupi ed by per sons.

Installation of agency-owned wall-nounted blackboards, marker boards or
proj ection screens.

Bl ackout draperi es.

Pr oj ecti on boot h.

Tel ephone and data |ines.
Vinyl wall covering.
Acoustical wall treatnent
Fol di ng partitions

Track Lights

D mer Switch

HHOoooooo O o

Accor di on Door

Q
=
@

Speci fics:
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LI GAT | NDUSTRI AL _SPACE

This space shares sone or all of the characteristics of warehouse space, but my be
provided with one or nore of the following features: air-conditioning, humdity control
special power, and a light level equal to or slightly Iess than office space. Exanpl es
are: records storage (with humidity control), general storage (with air conditioning); Product
classifying |aboratories, |ocker roons, workroons, shops, canopy areas, |oading docks and
shi ppi ng pl at f orns.

Total anount of light industrial space required: sq. ft.

The foll owi ng special requirenents nmay be consi dered above standard and woul d require a
| unp-sum paynent. (Pl ease check if required)

[::] HVAC equi val ent to office space.

110V el ectrical outlets.

A mnimumlighting level is required at working height.
Tile or other finished floors (rore then sealed concrete) .

Heavy fl oor | oad.

Proximty to rail transportation

Proximty to highway access.

220VAC, 50 anp, electrical outlets.

Pl unbi ng.

NN

Shel vi ng

Speci fics:
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WARE YARD

This is open space used for storage of vehicles, equipnent, or materials and nay or mnay
not be fenced and I|ighted.

Total anount of ware yard needed: in sq.ft. or acres.
Do you need the ware yard located so that it has:
Proximty to rail transportation

Proximty to hi ghway access.

L

Located i medi ately adjacent to building where office is |ocated.

The foll owi ng special requirenents may be consi dered above standard and would require a
| unp-sum paynent. (Please check if required)

Pavi ng.

Lighting foot candles at ground |evel.
Fenci ng.

Pedestrian gate in the fence.

Vehicle gate - automatic or manual .

HOOOOM

Security Requirenents

Speci fics:
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| NSI DE PARKI NG

Inside parking is space used for parking of Governnment vehicles and Oficial Visitors
which is other than in an outside lot and includes garages, rooftop and deck parking
ar eas.

Nunber of spaces required: cey) Vi sitor
[:] Space nust be |ocated on-site OR
[:] Space nust be within bl ocks of other assigned space.

[:] Speci al security neasures are required, as foll ows:

OUTSI DE PARKI NG

Reserved ParKki ng:

The space used for parking of Oficial Government use vehicles and visitors can be
reserved and desi gnat ed:

Nunmber of official vehicles:

Nunber of visitor parking spaces:

It nust be lighted and be |ocated within bl ocks of the office.

Enpl oyee parKki ng:

A mi ni mum of public parking spaces nust be available within bl ocks of the space
of fered for use by enpl oyees.

Satisfactory public transportation mnust be available wthin bl ocks of the space
of f er ed.
¢ Parking is covered under the Federal Property Managenent Regulation (41 CFR

101-20. 104-1&2 and APHI' S Directive 240.9. CGovernnent provided parking for Privately
Omed Vehicles (POV) is only provided when

1. Vehicle is used 12 or nore days per nonth for which the enployee is receiving
rei nbursenent for nileage.

2. Space is for a senior official responsible for a national or nulti-state program

3. Severely handi capped personnel who cannot use public transportation need parking.

4. An individuals Oficial Duty Station is a US Border Station. (Wen possible, GSA
will allocate parking spaces at Border Stations for parking of POvs. Each individua

will not have a private space, rather, spaces will be assigned on a pro rata basis to
the FI'S departments.
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COMMUNICATIONS

Existing Building Profile

Program: BAC'S (Billing Account Numbers)
Building Name: List current account numbers:
Building Address

L ocation Group: Number of Employees: Floors Occupied:
Type of Telephone System:

Type of Service: GSA Switch Local Telephone Company USDA or other Government Switch
Switched Voice Service:

Number of Voice Lines: Number of ISDN Lines:

Number of FAX Lines: Number of Did DatalLines:
Dedicated Data Services:

Number of Analog Data: Number of Digital Data:

Number of LAN: Other:

Facilities:

Number of T1.5; Number of Video:

Number of Satellite: Number of Microwave:

Number of Fiber: Other:

Other:

How many lines need to make International Calls:____ All voicelines ____Only designated lines
_ All Fax lines Only designated lines

Will there be an increase or decrease in needs at new location:

Increase voice lines by: Increase fax lines by:

Decrease voice lines by: Decrease fax lines by:

Do you have arequirement for asatellite, radio, or tvantenna?___Yes _ No

If yes, list type of mount: Roof wall Ground Height:

Type and size of conduit: Termination mount required?  Yes ~ No

Westherhead required? Yes No

Do you have a Repeater? Yes No DoesithaveadedicatedLine?____Yes No
Do you have afull-time (hot) telephone connection to an antenna? ___ Yes No

Telephone Number:

Program Contact: Phone Number:
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